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Error Correction Request Form and Widget 

 

 

 

                                                                                                                                    

 

 

 

 

 

The Error Correction Request Form is for error correction requests in forms used for documentation in 

Avatar.  Use the following guidelines to determine the proper workflow for correcting documentation errors. 

 

                                         

 

 

 

 

 

 

 

 

 

 

Completing the Error Correction Request Form 

With the client selected, open the Error Correction Request Form.  In the episode pre-display, select the 

episode of care where the error exists.  Click OK. 

 

• Step 1- Notify your Supervisor to help assess the level of urgency. 

 

• Step 2- For high urgency issues (i.e. most BHD inpatient corrections, patient care may be 

compromised if correction is not entered immediately, patient is being prepped for discharge 

and documentation must be completed ASAP, clinician won’t be available in the coming days 

for follow-up): 

➢ Complete the correct documentation on the correct client and episode of care. 

➢ Complete the Error Correction Form for appropriate action. 

• Step 2- For low urgency issues (i.e. minor errors in documentation that don’t compromise 

patient care, client is not being discharged soon or in an outpatient episode of care): 

➢ Complete the Error Correction Form for appropriate action. 

➢ Wait for direction from the error correction team before doing anything more. 

 

• Step 3- Use the My Error Corrections Widget to follow-up with corrections team as needed.  

Complete additional data entry in the Error Correction Request Form if required. 
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Your name and the episode of care default into the form.  Complete all red required fields in the top section 

of the form. 

 

In the next section of the form, indicate where the problem exists (i.e. progress note, treatment plan).  

Depending on the problem, complete the necessary red required fields, and any other information that will 

help the review team process the request. 

 

 

 

 

 

Complete the remainder of the form as needed for the specific error correction request.  As above, 

depending on the error, various sections of the form will have red required fields to complete.  Add 

comments as appropriate and click Submit. 

     

 

 

 

If you are unsure of the 

type of correction needed, 

select Other in the 

preferences and comments 

section and the error 

correction staff will make 

the proper determination. 
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To monitor the progress of your error correction request, use the My Error Correction Requests widget 

available on the Home View.  Note- you may need to restore the widget to make it available for viewing. 

 

                  

 

Once the error correction request is received, the status will change from New to Working. 

 

 

If the error correction request team needs additional information to process the request, the widget status 

will change to Additional Info Requested.  Click on the blue MRN number (hyperlink) to provide additional 

information on the error request form. 
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If applicable, select the appropriate error correction incident and click Edit. 

  

 

Scroll down to the bottom of the form (Additional Information Requested/Provided) and provide the 

additional information requested by the reviewer.  It’s important to select the Yes box to notify the 

requester that you have provided the information requested.  Click Submit. 

 

 

Once the error correction action is complete, the Status will show as Complete on the widget.  Click on the 

MRN number and review the action taken if needed. You can now complete/update your documentation, as 

appropriate.  

 

If needed, you can review the description of action taken in the last section of the form. However, do not 

enter data in this section as this area is reserved for staff correcting errors only.   

 


